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In t r oduct i on  
 
This guide was created to help filers provide working electronic documents  to the 
Courts of Appeal and the Supreme Court in California. While there are other 
products that can produce the same result, this guide focuses on Word (2007, 2010 
and 2013) and Adobe Acrobat Pro  XI . Some of these steps may be similar in other 
programs.  
 
Be sure to check all rules with the court you are filing with to make sure you have 
met all the ir  requirements and local rules for electronic docum ents. 
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I.  Creat ing Elect ronic Appella te 

Br iefs, Original Proceedings, 

etc. 
 
 

A.  Format  

 
Check with the courtõs website that you are filing your document(s) with to ensure 

that you meet the ir  requirements or guidelines for formatting.  

 

B.  Tools 
 

  Wor d pr ocessor  

The pr im ary tool for creating  an electronic br ief or original proceeding is your  word 

processor . M icrosoft Word provides some helpful featu res that m ake creating an 

electronic document easier. In par ti cul ar , Wordõs Styles feature  (see Generating 

Bookmarks  below) allows you to create headings in your  br ief th at will autom at ical ly 

create bookmarks when you convert the document as a PDF.  
 

  Adobe  Acr ob at  Pr o 

Adobe Acrobat sets the  standard for creati ng, combinin g, editin g, redacting and 

making  PDFs searchable. Eventu all y you will n eed to do all  of th ese thin gs if  you are 

working with electronic documents. There are other  less expensive PDF software 

programs, but  you will find a variety of resources to assist you with Adobe Acrobat.  

For exampl e, Adobe hosts a free Acrobat for Legal Professionals Blog th at p rovides 

ti ps and t echniqu es for working with electronic legal documents.  

 

C. Basic  Ste ps 

 

1. Save or convert  your  document  fr om the or iginal word 

processing document, su ch as Word, di rect ly to PDF (do not 

scan the  document to create a PDF). 

2. Create bookmarks1 from  the Table of Contents . 

3. Redact any in formation th at must be  redacted under the rules. 

(See Redacting .) 

4. Make text -searchable. 
 

You can skip st ep 3 above if  your  document does not contain any in formation th at 

must be  redacted. 

  

                                                             
1    Bookmarks are a fast and easy way to quickly navigate to different parts of a document and are 

required by the California Supreme Court and all Courts of Appeal.  
 
 

http://blogs.adobe.com/acrolaw/
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D.  Pagination  

 
Before saving/converting the document as a PDF, make sure to number the pages 

consecutively beginning with the cover page of the document , using only the Arabic 

numbering sy stem, as in 1, 2, 3 , with a number on e very page.  Do not use a separate 

pagination system for tables within the document  and the page number does not need 

to appear on the cover page  and can be suppressed. 

 

1. Saving/ Conver t ing  di r ect l y  to PD F  
 

  

  Wor d 2007 (without Adobe Acrobat Pro installed)  

 

  Cli ck the  Mi crosoft Off ice Button in the  top l eft h and corner  of Word. 
 
 
 
 
 
 
 
 
 
 
 

   Choose Save  As and PDF or  XPS (see below).  
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In the  dialog box th at appears, cli ck the  button in the  lower  r ight hand 

corner that says Publish . 
 

 

 
  Word 2007 (with Adobe Acrobat Pro  installed)  

 

  Choose Save As and Adobe  PDF  (see below). 
 

 

 

  When the box below appears, choose Yes. 
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  Wor d 2010 and 2013  

  

  Cli ck on the  File  tab. 

 

 

 

  Choose Save  As. 

 

     
 
  Cli ck Browse  

 

    
 

 

  In the  dialog box th at appears, choose the Save as type = PDF. 
 

 

 

  Cli ck Sav e. 
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  Adobe  Acr ob at  Ri bbon  i n  Wor d  

 

When you inst all Adobe Acrobat, the  inst all er  may add Acrobat buttons or  menu 

commands to Mi crosoft Off ice appli cations (e.g., Word, Excel, PowerPoint ).  

 

The advant age of using the  Acrobat Ribbon to create PDF fr om Word is th at it will 

autom ati cal ly create bookmarks for your  document if  you have used Wordõs Styles 

featu re. 
 

  

 Choose Acr obat  at the  top of the screen (to the r ight of  Vi ew ). 
 

 
 

 

 Cli ck Cre at e PDF in the  menu. 

 

 
 
 In the  dialog box th at appears, cli ck Sav e. 
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A tuto r ial on Wordõs Styles featu re is beyond the scope of th ese inst ructions, but 

Mi crosoft p rovides a tuto r ial on the web. Wordõs Styles featu re is a t remendous time  

saver  for generating  bookmarks, t he table of contents, and formatting  your  document.  
 

  Ma nua ll y  ad di ng book marks  

 

To manually add a bookmark, in Adobe Acrobat, follow th ese steps: 

 

1. Cli ck on the  page where you want to create a bookm ark 

2. Cli ck the  New  Book mar k I con in the Bookmarks Panel or select CTRL and B 

keys on your keyboard at the s ame tim e. 

3. In the  text of  the new bookmark, t ype the name or label th at  you want to  give 

the bookmark.  

 

OR 

Highli ght the text on the  page you want to bookmark, th en press the CTRL 

and B keys on your  keyboard at the  same tim e (or right click and select add 

bookmark).  The bookmark will appear in the panel and the name will be  the 

same as the text  you highli ghted. 
 

  Edi t i ng book marks  

 

To delete a bookmark, select  t he  book mar k and press the del et e k ey . 
 

To edit the  name of a bookmark, 

double cli ck on the book mar k . 

Once the bookm ark t ext is 

hi ghlight ed, you can edit the text  of 

the bookmark. Pre ss en te r  when you 

are satis fied with the  results.  
 
Avoid using names like  Header A, 

Header B, etc. Instead, t ry something 

like  Statement of the Case , 

Conclusion.  
 

  

http://office.microsoft.com/en-us/word-help/style-basics-in-word-HA010230882.aspx
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  Movi ng book marks  

 

To move bookmarks up and down in  the Bookmarks Panel,  left  cli ck and hold the 

text and drag  the bookmark to the desired location  in th e Bookmarks panel.  Once the 

arr ow and dott ed line are in the  new location, release the left mouse button to d rop the 

bookmark in its n ew location.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  Nest i ng book mar k s 

 

Bookmarks can also be nested 

underneath oth er bookmarks to create 

a ti ered structu re of bookmarks, as in 

the illust ration.  Cli cking  on the minus  

sign next to the Argument  and 

Autho r iti es bookmarks coll apses 

th ese bookmarks so th at th ey are not  

visibl e. A plus  sign th en appears next  

to the Arguments  and Autho r iti es 

bookmark, whi ch will  expand the 

nested bookmarks and make th em 

visi ble again  when selected. 
 

 

To nest a bookmark und erneath anoth er  bookmark , move the bookmark as described 

above. But this tim e, move the bookmark up and over underneath the  bookmark 

where you want it n ested. In oth er  words, select the  bookmark by left cli cki ng and 

holding  the mouse button do wn. Then move it up and to the  r ight without releasing 

the mouse button. R elease the mouse button on ce the bookmark appears to be 
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ind ent ed. Once you have the bookm arks the  way you want th em, be sure to save your 

document in o rder to save your  changes! 

 

    

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Redact i ng   

 

Redaction should be done before creating bookmarks and making the appendices text 

searchable. The steps below will remove bookmarks a nd text recognition.  

 

Pursuant to Cal. Rules of Court, rule 1.20 , you must redact the  following  in formation 

fr om an appendix submitted  to t he cour t:  

 

 Social s ecur i ty numbers 

 Birt h date  

 Home address  

 Name of any person who was a minor  when the underlying suit  was fil ed  

 Dr iverõs li cense number  

 Passpor t nu mber  

 Tax id ent i ficat ion number  

 Any si milar  government-issued personal id ent i ficat ion number  

 Bank a ccount  numbers  

 Credit  card numbers 

 Any other finan cial a ccount  number.  

http://www.courts.ca.gov/cms/rules/index.cfm?title=one&linkid=rule1_20
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The most impo r tant thing  to remember  about redacting  documents is to 

per man en t ly re mov e t he  in for mat ion f r om  t he  do cume nt . Do not  use  a bla ck 

highli gh te r  in Adobe  Acr obat  t o cover  up t he  i n for mat ion!  Highli ght er  marks 

can be removed by anyone with Adobe Acrobat and anyone can search the  text of  the 

document to find the  text th at is b eneath the  hi ghl ight er mark. 

 

I f you have Adobe Acrobat Pro, you can use the redaction features of the program to 

redact documents electronically (see Redacting Using Adobe Acrobat Pro  below). 

Please note that Adobe Acrobat Standard do es not have redaction f eatur es. 
 

 

  Redacting using Word  
 

I f you do not have Adobe Acrobat Pro, then you should edit the  text of  any 

document th at  you have in the  or igin al fil e (e.g., a Word document)  to remove the 

in formation. R eplace any characters that  you remove with the  lett er  x and th en 

save the edit ed document as a new document. Here is an exampl e: 
 

Or igin al t ext document:  
 

Mike  Brownõs social secur i t y numb er is 357-57-7372. H is home 

address is 1510 Maple Avenue, New York, 201292. His credit 

card numb er  is 2138 2912 2938 2919. 

Edit ed Text:  
 

Mike  Brownõs social secur i t y numb er is xxxxxxxxx x. His home address is 

xxxx xxxxx xxxxx xx xxx xxxxx xxxxxx x. His credit card numb er  is xxxx 

xxxx xxxx xxx x. 

 

As you can see, dependi ng on the font  you are using, editi ng the document in this way 

may sli ght ly alt er  the layout of your  document.  Be sure to check the  page layout  to see 

if  your page numb ering  has been alt ered. I f you do not have Adobe Acrobat Pro and you 

only have the documents in p aper format,  you will n eed to copy the documents, redact 

th em manual ly, and th en scan the  redacted documents.  
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  Reda ct i ng Usi ng Adobe  Ac robat  Pro  

 

Cli ck the  Tools  panel > Protec t ion > M ar k for  Reda ct ion .  

 

Select  the text you want to redact. To select t ext, cli ck the left button on the 

mouse and drag it across the text using  the redaction tool. You can also double 

cli ck a word to mark it for redaction.  

 

1. Place the cursor over the word marked for redaction to p review what 

the text will look like  when redacted. 

2. Once you are satis fied with the  appearance, choose Apply Reda ct ions . 

 

  

 This window will appear  
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

  Click OK  

 

 

 When this window appe ars 

 

 

 

 

 

 

 

 

   

 

  Click Yes 
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  Adobe will open the panel below and find hidden information  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

   Click Remove  

 

  When this window appears  

 

 

 

 

 

 

 

 

 

   Click OK  

 

   Save the document.  
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4. Text -searchable  

 
All electronic documents must be text -searchable, in PDF (portable document format) 

while maintaining the original document formatting. If you find your PDF is not text -

searchable, follow the instructions below.  

 

Open the document in Adobe Acrobat Pro.  

 

 Click Tools > Text  Recognition > I n This File > OK   
 

     

 

 

 

 

 

 

 

 

 

 

 

 

 

If some text has already been rendered searchable, check the box Ignore future errors 

in document and click on OK.  When the Text Recognition  process is complete, 

remember to save the document.  
 

 

NOTE: If a header, e -filing stamp or bates no. has been added to a non -searchable 

document, Acrobat will not OCR that page  and you will receive the message below . 
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E.  Fi xing M i sta k es in Adobe Acrobat  Pro  
 

I t is not unusu al to get to the  end of the process of creati ng an electronic br ief and 

discover th at you have made a typographi cal err or . You may be able to fix  some simple  

typographi cal err ors using Adobe Acrobat. The Edit  Tex t tool allows you to erase and 

type in a  PDF as though it were a word processing document. Adobe Acrobat 

autom ati cal ly recogni zes the font t ype and size, and you can backspace to remove text 

and th en retype.  

 

Select Tools > Con te nt  Editing  > Edit  Text  & Images . Then pl ace your  

cursor where you want to edit and type as you would with a  word processor . 
 

The tool h as some limit ations and not all fonts are avail able in Adobe Acrobat.  I f you 

used an unusu al font  you may get the following  message. 

 

Also, t he Edit  Tex t  tool cannot reflow all of  the text in  your document like  a word 

processor , so this to ol cannot be used to retype sizeable por tions  of your br ief. 

 

 

F.  Replaci ng  Pages 

 

I f the mist ake cannot be fixed with the  Edit  Text  tool,  you may be able to fix  the 

err or by deleting  the offending  page and replacing it with a  corr ected page. To replace 

a page, first fix  the mist ake in  your  word processing program. Then conver t the  

cor rected word processing document to  PDF. Now Ex tr act  the correc ted page fr om 

your  corr ected PDF and save it as a separate PDF document. Then Del et e the page 

with the  err or fr om your  or igin al PDF and Ins er t  the cor rected page into the  proper  

place in the  or iginal PDF. 

 

Click Tools > Pages > Extract  or click the Page Thumbnail icon on the left, 

right click on the page(s), select extract Pages  
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  From the Main Menu in Adobe Ac robat  
 

  Choose Combine Files into PDF  

 

 
 

 

In the dialog box, add the individual files or folders that you want to combine into a 

single PDF.  The files can be of any format supported by Adobe Acrobat (Word, PDF, 

Excel, etc.). 

 

 
 

 

  Arrange the files in the order that you want to combine them.  

  Select Combine  Files . 

  Save and name the combined document . 
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H.  File Size  
 

A single PDF file may not exceed a total of 25 megabytes in size. If a filing exceeds this 

file size limitation, the TrueFiling system wil l not accept the document and the user 

must either (a) submit the filing in multiple parts or (b) provide the court with the 

filing in electronic format on a CD (compact disc), DVD or flash drive. Please note that 

audio files must be submitted in .wav or m p3 format and any video files must be 

submitted in .avi or mp4 format.  

 

Be sure to check all rules with the court you are filing with to make sure you have met 

all their requirements and local rules for electronic documents  

 

  



http://www.courts.ca.gov/cms/rules/index.cfm?title=eight&linkid=rule8_124
http://www.courts.ca.gov/cms/rules/index.cfm?title=eight&linkid=rule8_486
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You can create a PDF file directly from your scanner using Adobe Acrobat or other 

software.  When scanning, m ake sure th at the scanner  settings are:  

 

¶ 300 dots per  inch (dpi)  

¶ Bl ack and white  (not gray scale or  color, unless scanning an image)  

¶ OCR (optical character recognition)  

 

A one hun dred page scanned document (that does not include images) with th ese 

setti ngs should be about 3.5 m egabytes in si ze. (NOTE: File size m ay vary with 

certain documents.) I f scanni ng is creati ng fil es that  are too large, check the  settin gs 

on your  scanner. Most office copiers, h ave a menu th at allows the scanner settin gs to 

be adjust ed.  
 
I f you have already adju sted the  scanner  setti ngs, and the  file  size is sti l l t oo large, 

some comput er  programs have the capability to reduce the file  size. Adobe Acrobat 

Pro can do that (see instructions below). Make sure to do this before bookmarking 

the appendix. There are also a num ber  of online  resources that explain how  to 

reduce the file  size of scanned documents.  

 

  Scanning with Adobe Acrobat  
 

I f you have a scanner  connected to your  comput er  th at Adobe Acrobat recogni zes, you 

can scan documents using  Adobe Acrobat.  Follow  th ese steps: 
 

1. Insert the  document into  your  scanner  

2. Open Adobe Acrobat  

3. In Acrobat, choose Cr eat e> PDF Fr om S cann er  

4. Choose Black and Whit e 
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  Pr eset  scann ing set t i ngs for  Ad obe  Acr obat  

 

Adobe allows you to preset set tin gs for scanni ng a document.   

 

 Select Cr eate > PDF f r om S cann er > Con f igu r e Pr eset s 

 

 
 
 

 

 

 

 

 

 

 

Configure your  presets to scan at 300 dpi. Be  sure to check Make  Searc hable  (R un 

OCR) . For standard black and white  documents  you do not need to move the slid er to 

create a hi gh quali t y scanñsmall er  file  size is preferre d. Save your  set t ings before 

scanni ng. The default s etti ngs are now set and each time  you choose to use the Black &  

White  Document p reset the  document will be  scanned using th ese settin gs. 
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If some text has already been rendered searchable, check the box Ignore future errors 

in document and click on OK.  When the OCR process is complete, remember to save 

the text searchable version of the d ocument.  
 

 

NOTE: If a header, e -filing stamp or bates no. has been added to a non -searchable 

document, Acrobat will not OCR that page  and you will receive the message below . 

 

 

 

 

 

 

 

 

 

 

 

H.  Optimiz e PD Fs to  reduce  f ile  si ze 
 

Large documents or documents containing forms, photos or graphics should be saved 
as an opt imized PDF to  reduce fi le storage size.   
 

Select File  and cli ck Save As.   
 
Fr om the Save as t ype dropdown menu, select PDF .   
 

Fr om the Op t imize  fo r radio but tons, select M i n imum size  (pub lis h i ng 
on li ne).   

 

 

 

Cli ck Save.  
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III.  Hyperlinking  
 

 

Over vi ew  of  H yper l i nk i ng 

 

In  the internet  research worl d, hyperli nks are a standard way of òdri l li ng downó for 

more detai l  or specific inform at ion. Just  as al l  web pages contain li nks to other  

pages, cases downloaded from legal research services such as West law or Lexis 

contain li nks to  the cases, statu tes, ar t icles, or other sources ci ted with in the opinion. 

The li nks all ow immediate access by the reader to these referenced materi als. 
 

Attorneys can include li nks to cited law and their Appendix or Clerkõs Transcript and 

Reporterõs transcript, adding another level of persuasion to their writing. Hyperlinks 

in briefs and other court filings provide quick, easy, and pinpoint access to particular 

sections of a case, or to specific filings in the courtõs record. The attorney can thereby 

highlight the precise issue presented, and the specific evidence and controlling or 

persuasive law the court should consider.  
 

Though it is not required, rather preferred, h yperli nks  in cour t fili ngs are very 

beneficial  for cour t  chambers. Cour t submissions which include li nks to relevant  

case law and case fili ngs are easy for chambers staff  to review. The at torneysõ 

arguments can be im mediately veri fied in the context  of the relevant  law. The 

justice or judicial  clerk is able to read the text  of the ci ted case law on one screen 

whil e reading the attorneyõs bri ef on the other. And if a bri ef conta ins li nks  to 

referenced exhibi ts, and even to specific pages with in those exhibi ts, the judge or 

judicial  clerk can access the relevant  evidence without  having to navigate th rough 

the paper record. Par t icularl y when deali ng with  large and complex cases, li nks save 

chambers considerable t ime and effor t.  L inks make i t  easy for the court to  veri fy ð 

and adopt ð the posit ions taken by an advocate. 
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Types of  Per missi b le  H yperlin k s 
 

Subject to the cour tõs local rules, the foll owing types of hyperli nks are typicall y all owed 
in cour t  documents. 

 
 

I nt er nal  L i nk s For example, the Table of Contents located at 

the beginn ing of this Guide. 

L i nks  t o att achment s 

and exh i bi t s bei ng 

f iled  wi t h your bri ef  

 

Not e:  Evidence must be fil ed of record. A hyperli nk 

to a publi c website where evidence can be found is 

not a subst i tute for  fili ng evidence in suppor t  of a 

motion. 

L i nks  t o case and 

st atute ci t at i on s 
 

 
 

Not e:  Unless a cited case 

cannot reasonably be 

found from a publi c 

source, i t is not necessary 

to at tach copies of cases 

or statutes to  your  bri ef. 

For example: 
 

West la w , 
 

 
 

L exis , 

 
 
or c ou rt  w ebsi t es. 

 

 
 

 

















http://legalsolutions.thomsonreuters.com/law-products/solutions/brief-tools?searchterms=brief%2Btool
http://legalsolutions.thomsonreuters.com/law-products/solutions/brief-tools?searchterms=brief%2Btool
http://legalsolutions.thomsonreuters.com/law-products/solutions/brief-tools?searchterms=brief%2Btool
http://legalsolutions.thomsonreuters.com/law-products/solutions/brief-tools?searchterms=brief%2Btool
http://legalsolutions.thomsonreuters.com/law-products/solutions/brief-tools?searchterms=brief%2Btool
http://www.lexisnexis.com/en-us/products/lexis-for-microsoft-office.page
http://www.lexisnexis.com/en-us/products/lexis-for-microsoft-office.page
http://www.lexisnexis.com/en-us/products/lexis-for-microsoft-office.page
http://www.lexisnexis.com/en-us/products/lexis-for-microsoft-office.page
http://www.lexisnexis.com/en-us/products/lexis-for-microsoft-office.page
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